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D. SUSTAINABILITY CHECKLIST FOR EVENT ORGANIZERS

This checklist is intended to help event organizers and managers identify sustainability strategies for their event and 
to organize the action items needed to successfully accomplish them. Strategies for three key areas are listed below, 
however sustainability solutions are endless. Therefore, the city encourages organizers to implement new ideas that 
may not be listed here. Please utilize this resource from the beginning of the planning process to ensure enough time is 
available to roll out training for all staff and volunteers, communicate with vendors and attendees, and coordinate any 

needed city resources and services. If you have any questions, contact greenworks@orlando.gov. 

Communications and Marketing 
 □ Display signage throughout the event and send e-communications that encourage sustainable behaviors from 

attendees (e.g. proper recycling and food waste sorting, water refilling, reusable bags, etc.).   
 □ Provide way-finding to bike racks and water refill stations, zero waste stations, etc. 
 □ Ensure items for giveaway and sales are made from recyclable or reusable materials and are durable/useful items. 
 □ Rent or buy reusable event materials (tablecloths, latex gloves, etc.) instead of purchasing single-use items. 
 □ Use local suppliers and products where possible to support the local economy and reduce greenhouse gas 

emissions from travel miles.   
 □ Choose partners (exhibitors, suppliers, etc.) that have a commitment to sustainable practices. 
 □ Distribute the Sustainability Checklist for Exhibitors and Suppliers found in Appendix E before signing a contract.  
 □ Contact local resources and partners such as those listed in Appendix I to help make your event as sustainable 

as possible. 
 □ Solicit green volunteers to help the sustainability initiatives at your event run smoothly.  

Waste Reduction 
 □ Select reused, reusable or recyclable materials for the construction of booths, displays and exhibits. 
 □ Select items with less packaging and contact suppliers and manufacturers to request orders be sent with less 

packaging  or eco-friendly packaging.
 □ Reduce unnecessary, unsustainable, and/or non-reusable decorations such as balloons, confetti, etc. 

where possible. 
 □ Reduce the amount of printed materials, print double sided when printing is necessary, and opt for 

e-communications and QR codes. 

Food and Beverage 
 □ Adhere to the City of Orando’s Single-Use Products Policy found in Appendices B and C.
 □ Provide all vendors and other partners with the Single-Use Products Policy flyer found in Appendix C and the 

acceptable recycling and food waste items found in Appendices G and H.
 □ Distribute the Sustainability Checklist for Food Vendors found in Appendix F before signing contracts to ensure 

their consideration of: 
 » Local, organic, fair trade, vegetarian/vegan options, and healthier more ethical animal products  
 » Reusable, compostable, and bulk options  
 » Participation in food waste, recycling, and grease diversion  
 » Elimination of paper receipts  

 □ Create a strategy for food donation of excess edible food.  
 □ Strategically map out placement of zero waste stations in high traffic areas such as food and beverage vendors 

and dining seating.
 □ Add zero waste station locations to the events map, on appropriate printed materials and the online events page.
 □ Plan for providing water refill stations at your event and encourage attendees ahead of time through marketing 

to bring their reusable water bottles. 
 □ Provide and display proper waste sorting signage found in Appendices G and H during the event. 
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